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1.
Introduction
The University is committed to the integration of safety and health into line management systems in accordance with 'best practice' standards. There are responsibilities placed on managers, supervisors and employees under the Occupational Safety and Health Act, 1984 (WA) to ensure a safe and healthy workplace. This manual provides a guide for managers and supervisors in meeting their occupational safety and health obligations.
There are a number of resources available within the University, through Edusafe, to provide assistance on occupational safety and health issues. These include:
(1) hazard identification, risk assessment and control (2) information and training (3) workplace assessments (4) assistance in resolving safety and health issues (5) information on controlling hazards (6) information on claims processing for workers' compensation (7) injury management and vocational rehabilitation for injured staff For further details visit our website at www.edusafe.edu.au
Responsibilities for Safety and Health
The Occupational Safety and Health Act, 1984 (WA) places a general duty of care upon managers to ensure, as far as is practicable, that their employees are not exposed to hazards. The same Act also places on employees the responsibility to ensure that they do not expose themselves or others to hazards. The University acknowledges that the Vice Chancellor is ultimately accountable for the safety and health of its staff, students, visitors, contractors and persons under labour hire agreements, and is committed to providing and maintaining a safe and healthy workplace.
Responsibilities of Managers and Supervisors
Managers and supervisors have an overall responsibility to ensure that employees are not exposed to hazards at work. The Act bestows a number of specific duties on managers.
Provide and maintain workplaces, equipment and systems of work that do not expose employees to hazards.
To achieve this, a manager needs to:
• determine safe methods of work and ensure staff perform their work in a safe manner • develop and maintain safety policies and guidelines on safe work procedures • ensure that the existing working environment, equipment, processes and work practices do not expose staff to hazards 2.
• assess the risks associated with any intended changes to staff duties and work practices and make practicable changes to improve safety and health in the workplace • assess items before purchase or lease to ensure staff will not be exposed to hazards • identify hazards in the work area, make assessments of risk and apply practicable control measures • investigate incidents to find ways of preventing them recurring • budget for the provision and maintenance of the working environment and appropriate equipment to enable work to be carried out safely.
Provide information, instruction, training and supervision so employees can perform their work safely.
• establish and maintain information on managing the known hazards in the work area, including: (i) policies and safe work procedures (ii) Australian Standards, Codes of Practice and Guidance Notes (iii) Material Safety Data Sheets (MSDS) on hazardous substances • make sure staff are familiar with appropriate safety policies, guidelines, standards, codes of practice and MSDSs that relate to their work • provide relevant training to staff on safety and health in the workplace • maintain records of what training has been provided, when and to whom • ensure staff are supported and supervised in performing their work safely • promote safe work practices and safety and health in the workplace.
Consult and cooperate with employees and their Safety and Health Representatives (SHRs).
• know and support the SHR for their work area • consult employees and SHRs about proposed changes to the working environment.
• make decisions about how to resolve safety and health issues following consultation • inform the SHR of identified hazards and incidents in their work area • work with the SHR to identify and investigate hazards and incidents and develop appropriate control measures.
Provide adequate protective clothing and equipment where hazards cannot be avoided.
• know what protective clothing and equipment is required for the hazards in their work area • make sure the appropriate protective clothing and equipment is available, and there are facilities for cleaning, maintenance and storage 3.
• provide instruction and training on how to use and maintain the protective clothing and equipment correctly • ensure that employees, students and visitors under their control correctly use protective clothing and equipment provided.
Responsibilities of Employees, Students and Visitors
The Act also lists a number of specific responsibilities for employees: 1. take reasonable care to protect their own safety and health, and the safety and health of others 2. cooperate with their supervisor/manager to make their workplace safe 3. follow instruction and training, use personal protective equipment provided, and not interfere with any measures established to ensure safety and health 4. contribute to the establishment, maintenance and improvement of safety and health systems at the University 5. promote safety and health in the workplace 6. report hazards, incidents and injuries that occur.
As Far As Is Practicable
The duty of care under the Act and the responsibilities that they incur apply 'as far as is practicable'. This means reasonable measures must be taken, bearing in mind:
• the severity of the hazard • the likelihood of the hazard occurring • how much is known about the hazard and how to remove or control it • the availability, suitability and cost of safeguards. The cost has to do with the expense and inconvenience necessary to put the safeguards in place measured against the consequences of failing to do so. It is not a measure of whether the University can afford to put the necessary safeguards in place.
Safety and Health at the University
In order to fulfil these responsibilities for occupational safety and health, the following processes and procedures are in place:
• consultative processes • incident/hazard identification reporting • incident/hazard investigation • control of workplace hazards • information and training • risk assessment. The practicalities of how these operate within the organisation are described in the following sections. A "quick reference quide" is also provided for your convenience as a summary in Appendix A. You may consider copying this page and placing it in a prominant position in your office.
Safety and Health Representatives (SHR's)
SHRs are a vital link between employees and management, representing employees on all issues relating to safety and health, and working with management to improve workplace safety and health. The University has a significant number of SHRs, who individually may cover several areas but as a group cover the entire organisation. A current list of SHR's is available on the EduSafe website at www.edusafe.edu.au. SHRs have a number of functions aimed at improving safety and health in the workplace. A list of specific functions is described in Appendix B. The employer is responsible for making sure SHRs are provided with the time, facilities and assistance they require to perform these functions.
Occupational Safety and Health Policy Committee
The University's Occupational Safety and Health Policy Committee (OSHPC) comprises of an equal number of nominated employee SHRs and management representatives. The composition, terms of reference and current membership of the Committee are available on the EduSafe website. Direct involvement of senior management on this Committee demonstrates the Executive's commitment to safety and health. The Committee meets at least on a quarterly basis, and discusses organisation-wide issues, including planning, policy development, and monitoring injury trends. The Committee may also take part in resolving major safety and health concerns as determined by the University's 'resolution of issues' procedure (see below).
Resolving Safety Issues (also known as Resolution of Issues)
The majority of safety and health issues can be resolved at a local level. To this end, the University, in consultation with its employees, has developed an agreed procedure to follow when safety and health issues arise (Appendix C). The procedure outlines the way in which an issue that cannot be resolved by the supervisor or line manager can be referred to senior management. If necessary, it can be forwarded to the Divisional Safety and Health Committee, where these exist, and/or to the Occupational Safety and Health Policy Committee, which advises the Vice Chancellor. Ultimately the issue may be forwarded to WorkSafe Western Australia. Most issues will not need referral beyond senior management. The Act requires managers and employees to attempt to resolve safety and health issues using this agreed procedure before contacting WorkSafe Western Australia.
5.
Section Two
Identifying Hazards in the Workplace
Inspection of the workplace and assessment of tasks for hazards is a crucial component of a successful injury prevention program. It is a proactive method of reducing injury in the workplace. There are a number of methods for identifying hazards. This document will cover two systems for use in this organisation. The first system addresses the identification of hazards through Job Safety Analysis which assists in the identification of occupational safety and health issues/hazards associated with a particular task or job. A benefit of this is the ability to easily construct a safe working procedure for the task. The second is a workplace inspection that utilises a checklist (Appendix D). This system assists in the identification of occupational safety and health issues/hazards and system failures in the working environment. The risk is the likelihood of a hazard causing an incident and the associated loss such as injury or property damage. A risk assessment therefore involves an assessment of the nature of a hazard, the likelihood of exposure and the likely consequences or potential for loss. The process for performing a risk assessment is described in Section Five.
What should be assessed? All new tasks, alterations to existing tasks and tasks which present a risk to staff (Job Safety Analysis). All safety and health management systems and areas of the workplace (Workplace Inspection Checklist).
Who should conduct Job Safety Analyses and workplace inspections? Management representatives (ie. line management/supervisors) in consultation with the SHR. It is the responsibility of local management to maintain a workplace that does not expose employees to hazards. Hence, as a major stakeholder, a management representative is charged with the responsibility for conducting workplace inspections. Often they will request the SHR to assist with this task. The management representative should consult with the SHR for the area when conducting the analyses and assessments. However the process of analysis and assessment should not be unduly delayed when the Manager or SHR is otherwise occupied.
When should tasks be analysed and workplaces be assessed? All new tasks and changes to existing tasks -prior to implementation. Existing tasks that present a risk, need to be scheduled for assessment and reviewed as required. Workplaces should be inspected regularly, on at least a six-month basis, using the checklist system (see Appendix D).
Note: It is recommended managers create a simple timetable for inspections of their workplaces.
How should job safety analysis and workplace inspections be performed?
Job Safety Analysis
There are several models that can be used for a Job Safety Analysis. The assessment model chosen will depend upon the task being analysed. One simple model to use is: 1. Choose the job/task to be analysed through analysis of incident rates (preferably) and/or according to perceived risk. 2. Breakdown the job/task into a list of logical, sequential steps and begin each step with an action word (e.g. remove, place, attach). These steps should at this stage state what is done, not how! 3. Analyse each step for purpose and hazards. Consider the following during this process;
• Is the step necessary? If not, remove it.
• Does the environment in which the job is undertaken present a hazard? (ie. floor slippery, uneven, too cold or hot, lighting, vapours, radiation etc.) • Do the materials being used present a hazard? (ie. chemicals, tools, machinery) • Does the person involved present a risk? (ie. adequate training, following safe work practices, etc.) • Are management strategies adequate? (ie. sufficient time allowed, documented safe work practices available, etc.) 4. List each hazard identified with a reference to the relevant step. Assess the risk and set about controlling the hazards identified. Details on how to assess the risk in the workplace are contained in Section Five. 5. Where relevant, construct a safe working procedure for the task analysed NOTE:
Use Appendix E to document the steps and hazards identified together with the controls to be implemented
Workplace Inspections
The workplace inspection is an excellent tool for identifying hazards and system failures in the workplace. In most areas it is the SHR who performs the workplace inspection. The process involves: (a) assessing systems employed to manage OSH in the workplace and, (b) walking through the workplace using a checklist system as a prompt in looking for hazards. A sample checklist is provided as a reference in Appendix D. As this is a general checklist it may need modifying or extending to accommodate the specific activities conducted in the particular area. It is often of assistance to review incident/hazard reports and injury data for the area, observe the work in progress and talk to the people who perform the work.
Once all work areas have been inspected and the checklist completed, it is important to report back to management and assign responsibility for system improvements, control of hazards identified and assign specific time frames. The solutions and control strategies to be implemented should be developed in consultation with supervisors/management and affected employees. A simple action sheet is included in Appendix D. It is important to allocate time frames for action and ensure employees and management are kept informed of progress. Hazards that cannot be readily resolved must be reported through the on-line incident/hazard reporting system. 7 .
Section Three
Incident/Hazard Reporting
It is important that all incidents, near-misses and hazards are reported and recorded so that:
• investigations (where appropriate) can be performed, and action taken to prevent a recurrence of the incident • trend analyses of the collected information can be performed, allowing the organisation to focus preventative efforts on areas of most concern • a formal record is kept for the University and employee, should it be required at a later date as evidence that the event took place • legal requirements connected with reporting of injury and worker's compensation are adhered to.
What should be reported? All injuries (events that cause an illness or injury requiring medical attention). All incidents (events that cause a minor injury of a first aid nature). All near-misses (events that do not cause injury but have the potential to do so). All hazards (anything that has the potential to cause ill health or injury).
Who should report the accident/incident, near miss or hazard? The injured person, or person(s) involved in the incident, near miss or identifying the hazard. Supervisors and/or eye witness(es) may assist the injured person when appropriate or necessary.
When should the report be completed and submitted? As soon as is practicable after the incident or hazard is identified. Early reporting of incidents/hazards will ensure that initial remedial action and investigations can be instigated without delay, thereby eliminating the risk of further incidents. Early reporting also ensures valuable information is not lost, or forgotten.
How can accidents, incidents, near-misses or hazards be reported? Via the Edusafe on-line reporting system at www.edusafe.edu.au/online/
Incident/Hazard Investigation
Once a hazard has been identified or an incident/near-miss reported, the next phase of the program is to perform an investigation. Incident/hazard investigation is the only way to ascertain the underlying system failures that have or may cause injury or ill health. Identifying the primary contributing factors and underlying system failures of incidents and hazards allows the investigation to pinpoint where resources and efforts should be allocated in order to prevent an occurrence, or recurrence, of an incident. An explanation of primary contributing factors is contained in point (ii) on page 9.
What should be investigated? All hazard reports, incidents/near-misses causing or with the potential to cause injury. This should be determined largely through common sense. However, in general all hazard reports must be investigated. The level of investigation will depend on the seriousness of the incident/hazard.
Who should conduct the investigation? Management representatives, (ie. line management/supervisors), in consultation with SHR. It is the responsibility of local management to maintain a workplace that does not expose employees to hazards. Hence, as a major stakeholder, a management representative must be charged with the responsibility for conducting hazard investigations. The Management Representative should consult with the SHR for the area when conducting the investigation. However, the process of incident/hazard investigation should not be unduly delayed when the Manager or SHR is otherwise occupied. In circumstances where an incident/hazard has resulted in, or has the potential to result in a serious injury or illness such as one involving a fracture, a week off work or emergency medical attention, the investigation must be conducted in conjunction with an EduSafe staff member.
When should the investigation process be completed? The investigation process should be completed and submitted as soon as is practicable after the incident or hazard occurs. This is to ensure that initial remedial action can be taken without delay, preventing further or similar incidents. In addition, early reporting ensures valuable information is not lost or forgotten.
How is an incident/hazard investigation completed? Upon receipt of an online Incident/Hazard report that requires further investigation, adhere to the following:
• assess the immediate danger and render the area safe. Isolate the area if deemed necessary • in consultation with the local SHR complete all sections of the online Incident/Hazard Report and Investigation
There are a number of points to consider whilst performing investigations: (i) Interviewing personnel involved and eyewitnesses is probably the most efficient way of determining the events leading to the incident/hazard. When interviewing personnel the interviewer must remain impartial and objective, gain facts rather than opinions, and not at any stage attempt to assign blame. Inspection of the site is obviously an integral step in incident/hazard investigation.
( (iii) All identified primary contributing factors should be listed. Further analysis should be conducted to determine those underlying system failures that require the introduction of control measures. Treat the cause, not the symptom. For example, a leaking tap may result in a wet floor that becomes slippery and therefore hazardous. The presence of the wet floor and the fact that the tap leaks are contributing factors. The underlying system failure that resulted in these contributing factors (symptoms) might be that the tap was poorly designed or fitted or inadequately maintained. Treating the contributing factors (symptoms) should only be considered: (a) as supplementary to treating system failures, (b) an interim measure, or (c) when it is not practicable to control the underlying system failure.
(iv) Control measures should be determined for each underlying system failure with recommendations for action based on those controls submitted to appropriate management personnel (Procedures for 'Controlling Hazards in the Workplace' are contained in Section Five). 10 .
Section Five
Controlling Hazards in the Workplace
An Incident/Hazard investigation or the hazard identification process should yield a single or listing of system failures, contributing factors or hazards. (For the purpose of this section we will refer to all as 'hazards'). The hazards must be assessed and where practicable controlled. Consequently the first decision to make is whether the risk posed by the hazard is acceptable or not. Obviously, if it is acceptable there is no further action required. However, this option should be approached with due caution as the management must ensure that in accepting the risk they are not in breach of their duty of care.
RISK ASSESSMENT
Risk assessment involves careful examination of the hazards identified with consideration given to:
• The likelihood of the hazard leading to an incident that results in the injury or harm to an employee • The likely consequences should the hazard lead to an incident.
Using these criteria will assist in the correct assessment of the hazards identified and will help to prioritise the hazards for control. Descriptors for Likelihood and Consequences categories can be found in Appendix F.
The first step is to determine the level of consequence should the hazard or hazardous work practice lead to an accident. This will involve consideration of the potential for injury/ill health and/or damage to property. Secondly consider the likelihood of the accident occurring. Use the risk matrix below to determine the need for hazard controls and obtain the level of risk.
Legend: E extreme risk; immediate action required H high risk; senior management attention required M moderate risk; management responsibility must be specified L low risk; manage by routine procedures. If the risk is deemed not acceptable, then a process of control must be implemented. Controls should be determined according to the "Hierarchy of Control" system described below. The following control elements should be utilised in the order presented and where appropriate used in conjunction.
Australian Standard AS/NZS 4360:2004
Hazard Control (using the "Hierarchy of Control") 
Elimination
As the title suggests, this control measure involves eliminating or removing the risk in its entirety. For example:
Risk: High levels of manual handling when loading and unloading glassware onto trolleys from shelving. Control:
Store glassware directly onto trolleys hence eliminating the need to unload and load from the shelves.
Substitution
This form of control involves substituting a safer process or material for the hazardous process/material identified. For example: Risk: Cleaning solution causing allergic reactions and nausea. Control:
Substituting a less toxic or non-allergenic cleaning solution for the task.
Isolation
This control involves separating the hazard or hazardous work practice from employees other work areas. This may involve sectioning off the area by erecting barriers or by relocating either the hazardous work practice or the 'other' employees and their work practices. For example:
Risk: Excessive noise emanating from machinery. Control:
Enclosing the machinery or the personnel hence creating an isolating barrier between the hazard and the person by using a barrier.
12.
Engineering Controls
This method of control involves designing and/or adding physical safety features to plant or equipment.
(i)
Equipment and Workplace Design
The provision of new and/or additional equipment or redesign of a workplace can be used to control identified hazards. For example: Risk: Animal handling. Control:
Hoists. Slide Boards.
Risk:
A poor clerical workstation design resulting in a risk of injury to the back, neck, shoulder and wrist. Control:
Re-design the workstation to recommended ergonomic specifications for the personnel including the provision of equipment such as slope-boards, document holders, foot stools and ergonomic chairs.
(ii) Automation
Fully or partially automating a process removes the need for, or reduces the risk of, performing a hazardous task. For example: Risk:
Manual handling in washing glassware process. Control:
Introduction of an automatic washing system.
(iii) Containment (ventilation, dilution, extraction)
Containing or drawing away a hazard at the source so that personnel are not exposed. For example: Risk: Chemical fumes given off during cleaning, laboratory, or welding processes. Control:
Construction of a local extraction system to remove the fumes at the source.
(iv) Guarding
Guards must be provided when there is the potential for people to come into contact with hazardous situations to ensure that no part of the person (including hair, clothing etc) can be caught in the moving part. There are several different types of guards, movable/ interlocked, fixed, and photoelectric beam. For example: Risk: Accessible high speed rotating parts on a machine Control:
Placing appropriate guards to prevent access to the rotating parts.
13. The introduction or review of existing maintenance schedules for plant and equipment, or safe work practices. This measure is used to ensure that existing plant, equipment and procedures do not deteriorate to the point where they become hazardous.
Administrative Controls
Limiting the exposure of personnel to elements that are only hazardous when they exceed a certain threshold. These types of hazards can include: noise, radiation, heat, chemicals, etc., and can be controlled by introducing elements as simple as job rotation. (iv)
Providing training and information in safe work practices and other occupational health issues so that personnel can work safely.
Personal Protective Equipment (PPE)
PPE is not a particularly effective control method and should only be used: (i) When all other control measures are impractical; or (ii) In conjunction with other more effective, control measures.
It is important to select the correct PPE for the hazard identified and advice should be sought in this regard if you are not sure (EduSafe, ext. 4900)
The above "Hierarchy of Control" provides a basic guide for controlling hazards in the workplace. Consult your SHR and attempt to find solutions by working your way down the hierarchy. Once appropriate controls are identified it is necessary to consult senior management and the staff that will be affected by the changes. This will reduce the possibility of oversights and help to gain the support of the staff in the implementation phase.
Evaluation and Monitoring
Finally, it is crucial that all control measures implemented are evaluated and monitored. This can be achieved through collating anecdotal evidence and through revision of incident/ hazard statistics for the area. Once the desired outcome has been achieved through implementing the appropriate controls, the monitoring of the systems must be on-going to ensure that control measures are maintained and do not become out-dated. The results of these projects will provide you with sufficient information to ascertain your effectiveness in controlling hazards in the workplace and provide positive feedback for staff that shows that management are committed to providing a safe working environment.
14. WHEN should tasks be analysed and workplaces be inspected? All new tasks and changes to existing tasks -prior to implementation. Existing tasks that present a risk -schedule for assessment and review. Workplace inspections dependent on risk assessment but at least six monthly.
Appendix A Quick Reference Guide Consultation
HOW should job safety analysis and hazard inspections (checklists) be performed? Job Safety Analysis 1. Consult with the local SHR 2. Choose the job/task to be analysed 3. Break down the job/task into a list of logical steps 4. Analyse each step for purpose and hazards. 5. List each hazard identified and set about controlling it.
Workplace Inspection
The workplace inspection checklist is an excellent tool for identifying hazards in theworkplace. It is easy to perform and not time -consuming.
Incident/Hazard Reporting
WHAT should be reported?
• All injuries (events that cause an illness or injury requiring medical attention).
• All incidents (events that cause a minor injury of a first aid nature).
• All near-misses (events that do not cause injury but have the potential to do so).
• All hazards (anything which has the potential to cause ill health or injury 
Controlling Hazards in the Workplace
Decide whether the risk posed by the hazard is acceptable or not using the Risk Assessment matrix referred to in Section Five. If the risk is not acceptable then consult with your senior management, your SHR and staff to determine appropriate control measures using the 'Hierarchy of Control' system below. 
The Hierachy of Control
Appendix B
THE FUNCTIONS OF SAFETY AND HEALTH REPRESENTATIVES (SHRs)
Safety and health representatives (SHRs) are employees that have been elected by fellow workers under the Occupational Safety and Health Act (1984) . The primary function of safety and health representatives is to represent the employees in the workplace on all issues relating to occupational safety and health. The SHR is a key component of the 'resolution of issues' procedure that enables management and employees to work together to improve workplace health and safety. SHRs therefore deal regularly with co-workers, workplace supervisors and senior management. A safety and health representative has a legal right and duty under the Occupational Safety and Health Act (1984) to:
• Consult, co-operate and communicate with employers and employees on safety and health matters; • Participate in the resolution of issues process; • Contribute to the University consultative processes including participation in occupational safety and health working groups and committees; • Inspect the workplace for hazards at times as agreed with the employer; • Investigate hazards when they are identified and incidents when they occur; • Report to the employer any situation at the workplace that could be a hazard; and • Keep informed on relevant safety and health information.
• Issue Provisional Improvement Notices provided qualified to do so.
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Appendix C
RESOLUTION OF ISSUES -Policy and procedures.
Policy
The University acknowledges its responsibility for consultation on matters related to safety and health in the workplace. It is committed to establishing and maintaining a relevant procedure in accordance with the Occupational Safety and Health Act (WA) 1984 to resolve safety and health issues.
The procedure will involve consultation between management, employees, and safety and health representatives in attempting to resolve matters locally. Advice may be sought from local workplace safety and health committees where these exist, or from EduSafe. Issues unresolved through local mechanisms shall be referred to the Occupational Safety and Health Policy Committee and/or the Vice Chancellor. Issues considered to pose serious and imminent risk of injury are to be referred to the Senior Manager/Executive Dean immediately. Where an issue cannot be resolved in the University's consultative process, WorkSafe Western Australia shall become involved.
Procedure
The procedure to use for resolving an OSH issue is shown in the flow chart below. An issue raised by an employee, contractor, student or visitor is to proceed through the stages of the resolution process until it is resolved. Any party can request the matter be referred to the next step if they are not satisfied with the outcome of consultation in the previous step. Feedback to the person raising the issue and their supervisor shall be provided from whichever level the issue is resolved.
Step 1 The person raising the issue should complete an on-line incident/hazard report form and consult with his/her immediate supervisor, or the person responsible for the area.
The supervisor for the area should make a concerted attempt to clarify the issue and resolve it promptly. He/she may seek assistance from the Safety and Health Representative or EduSafe.
Step 2 The supervisor should work with the Safety and Health Representative (SHR) and person raising the issue to broker a resolution. If not able to achieve this, he/she will • raise the issue with the Senior Manager/Executive Dean or • forward the issue through to the local safety and health committee, if one exists, for advice.
Step 3 The Senior Manager or Executive Dean consults with the supervisor, person raising the concern and safety and health representative in resolving the issue. Advice may be sought from the local safety and health committee, EduSafe, or the Occupational Safety and Health Policy Committee when the issue has University-wide implications. If the issue is not resolved at this level it is to be referred to the Vice Chancellor or their nominee.
Step 4 The Vice Chancellor shall determine a resolution to the issue, following a review of all of the relevant facts and if required, advice from the Occupational Safety and Health Policy Committee or EduSafe.
Step 5 Where an issue cannot be resolved internally, the Vice Chancellor, or the involved parties shall contact WorkSafe for an inspector to review the issue and arbitrate to achieve a resolution.
It is a requirement from WorkSafe that managers and employees attempt to resolve safety and health issues using the organisation's issue resolution process in-house before contacting WorkSafe Western Australia. Qualified SHRs may also elect to issue a Provisional Improvement Notice as a step prior to contacting WorkSafe provided that Steps 1 through to 4 have been completed.
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RESOLUTION OF SAFETY AND HEALTH ISSUES FLOW CHART
Safety and health issues identified in the workplace must be addressed in accordance with the following procedure. Staff, students, visitors and contractors who have identified an issue shall:
1. Report the issue to their immediate supervisor, manager, lecturer or tutor and attempt to resolve the matter with them. An on-line incident/hazard report form must also be completed. 2. Seek advice and assistance where necessary from their elected safety and health representative or EduSafe.
3. Request the safety and health representative or EduSafe assist in resolving the issue through senior management where satisfactory resolution cannot be achieve a through line management. This may include the issue of a Provisional Improvement Notice by the SHR in accordance with the requirements of the OSH Act 1984. 4. Where all avenues to resolve the issue have been exhausted internally in accordance with the provisions of this procedure, the matter shall be referred to WorkSafe, WA. 5. Upon resolution of the issue, the safety and health representative and the person reporting the issue shall be provided with feedback.
Note: EduSafe may be contacted for advice or assistance at any stage of the procedure. A flowchart of the process is detailed below with a detailed procedure following. 
EduSafe
Likely
Can expect event to occur annually.
Major
Single death and/or multiple serious injuries (ie. Lost time from work > 1 day); Significant/extensive property damage; Significant long term environmental harm; Total cessation of services for up to seven days and subsequent disruption for two/ three months.
Moderate
Can expect event to occur once every three years.
Individual serious injury; (eg Lost time from work > 1 day) Moderate property damage; Significant release of pollutants with mid-term recovery; Total cessation of services for up to one day and subsequent disruption for one/two months.
Unlikely
Can expect event to occur once every ten years. Has happened in the industry/work area in Australia.
Minor
First Aid; Minor property damage; Minor/transient environmental harm; Minor disruption to services for up to one month.
Rare
Can expect event to occur only inexceptional circumstances. Not known to have happened in this industry/work area.
Insignificant
No injuries; No property damage; Brief pollution but no environmental harm; No disruption to operations.
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